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1. GENERAL

This Instruction provides for a contimuing system of correspondence
use of Form

"File and Routing Slip",

control and logging for the Office of Logisbicg through
be redesignated Form No, 238),
Tickett,

No, 35.71 {t

hereafter referred to as “Canlrol

2s DEFINITION

intended to

the purpose of this Instrashs
Larg #, and such othew

mean memcranda, 1 g, cables, 41 ;
official documents as may vequire logging avd

3. SGOPE

a. All correspondence
(,ﬂhew than as exc
or referred to the

i

the Off'ice of Logistics
o5 ) will be received by
uea Branch; Administrative

paragraph
cords and Sepw
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. Divisions and Staffs will continue the control of incoming docu-

ments within their respective components by use of copies of
Form No, 35-1, and will prepare Form No, 25-1 for outgoing corre-

_spondence,

" Inter-Division and Staff correspondence will bear "Control Tickets"

(Form No, 35-1) and will be routed through the Records and Services
Branch for assignment of control number,

Correspondence prepared and signed at Branch or Division level for
transmission outside the Office will bear Form No. 35-1 "Control
icket" or will otherwise be logged to comply with Regulation No,
pardgfaph 0 (2), which requires logging at the initial point
of receipt in an Office, or the final point of dispatch when
leaving the Office,

A1l material bearing "Control Tickets" routed between Divisions or

Staffs will move through the Records and Services Branch, and

material routed between Branches will move through the Division

contrel point, -

Unneces sary and duplicate logging will be avoided whenever possible,
Ne other leogs will be maintained on material bearing "control .
Tickets", except as prescribed in the Top Secret Control Procedure,

EXCEPTIONS

Enclosure 1 is a list of specific types of correspondence which

are excepted from the Form No, 35-1 control by reason of the nature
of the material, or the fact that other posting, numbering, or re-
cording serves as adequate record and control,

The excepiions listed do not spply if material is accompanied by
memoranda requiring spacial attention or zation.

Any exceptions other than listad above will be approved by the Area
Records Offiner,

PROCEDURE

Enclosure 2 illustrates the flow of copies of "Control Tickets",

and the blocks or spaces of the specimen form are mumbered 1
through 16 with the following specific instructicns for preparation
of the respective Liocks as numhered:
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ae of the oriple
e of numbers For oube-
of Of”rce of Luﬁ?“¢ics

Control _1}}_;;"““ - This s
rating Division cor compon
geing corresspondence, prioy o as
controi number i Space (4). Use

W ;.1"

cé.c:-w:-u.ment o

criginating

COmMpoT o, Examples

8D/SCB

the Records
uu¢eaba the

{5) "Daie of Ma®," .. Thix =pace is for the

| docarent, If the dazte of the docunent
© fime, this space must be left
to indicate the date the meierial ls typedD this
Wlank epace uuder subjleat,

[
e

{%) w This indicates the date initially received
of Logisties, Administrative Stafo Records and

(7) "Date Out® - Indicates "Date Due Cuit! and is used by the
Records and Services Branch to indicate the suspense date when
appropriate,

(8) SRoutin a space fg not used in the OL control system.

ngh® - Th

|

(9) "Crosg Referenca® . space mARY b  cross  refere
encing to cther cor spnn&encb, Caer or digspatceh mumber; and
for indicaticg uampunﬂ o where filed, or identificaticn of
gubject or project where filed,

(10) iSubject® -~ Tasert subjacht as appearing on the document,

plus any additicnal JFfO]mdulnn useful or helpful in identify-
ing documenta,
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(11) "Io: From:" - Al‘hough ro printed space is provided at
present, below "Subject" inser' to whom correspondence is
addressed and frecm whom it emanates (tris is the signer, not
necessarily the originater),

(12 "Routing - Tirme Out" - Insert cnly tke orpenization symbol

of the first channel or routing cf the correspcendence, Each
recipient will inser% the nex' successive channel or routing,
The Records and Services Branch (Registry or Mail Room) need
not be shown cn routing, unless a document is assigned there
for action cther than recording =nd transmitting, "Time
Out" is %tc indicate date cut to the pcint of routing.

(13) "Defer Actirn Until" - This znace 1s not used in the OL
control systen,

(14) “Answered" .. Wrer aprropriate, insert here the date reply
prepared, and dispatch or cable nunber of reply ’f appli-
cable, (See parzgraph b, belcw for procedure on replies to
documents bearing a correspendence control number),

(i5) e Reply" -~ The componernt *s which charged will indicate
by initials on the Number 1 :sopy ¢f Ferm No. 25-1 when no
reply to the document is required, Thris will enable the
Records and Services Branch to relieve susperse and file
contrei ticket as & completed action,

(16) "Courier No," - This space npay be used for recording the
number of the courier's receipt when dispatched outside the
Office.

Replies 1o document: which bear a correspcnderce control number
wlll not be assigred a different number: nor is it necessary to
preparée an additional set of control tickets 1if space prmits all
neceszary entries, The lelter WAM - indicate "answer" will be
added to the existing number and inserted cprosite the first
routing applicable to tke answer., When suffisient copies cof the
cortrcl ticket are not available cr *he subject has been suppl e~
mented, an addition2l set of control tickets may be prepared,
bearing the orlginal control numler, pius the letter "AW, Exanples
OL 5 555-A (See enclosure 3),

When coples 4; 5, and € have been 32%ached and additional copies
are needed, a second serlss of contrel tickets will be made, dupli-

cating information on the first serie:, and adding "2nd, series!
to the number indicated in space (4i). The routing vill be a

C~I-A I.N-T.F.R.N-A-L U.S-E O-N-L.Y
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continuation of the first series.

d. The No. 1 copy of the "Control Ticketh wiil repain attached (not
stapled) to the upper left corner of documents until dispatched
outeide the Office or filed, When such action is completed, the
No. 1 copy will promptly be forwarded to the Recerds and Services
Branch to complete the record. The component to which last
charged is responsible for the document until relieved of re-
sponsibility by routing through the Division or Office control
point for charging to another compcnent. When documents are
hand-carried by operating personnel to points cviside the Office,
the appropriate control point will make nctation in space (12)
as to the eompoment to which delivered, the date of delivery, and
neme of person hand—carrying the document,

e, Division, Staff, and Branch coples of the "Control Tickets" mey
be filed numerically (which is also chronclogically), by source,
or by subject as best fits the needs of the component.

6, Referenced Imstructions specifically covering cables, dispatches,
and Top Secret material shall be adhered to and the provisions of

this Instruchbion are not intended to conflict therewith,

FCR THE DIRFCTCOR OF LOGISTICS: STATINTL
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